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LAPTOP CENTRAL WEBSITE: http://www.arpisd.org/VISION2020/LAPTOP_CENTRAL.htm 
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Introduction: The laptop you are issued is owned and maintained by the Arp Independent School District. According to TEC-01 on Electronic Communications and Data Management as well as TEC-10 on Mobile Technology Equipment Security Measures, you are responsible at all times for the appropriate care and acceptable use of the laptop.

The laptop operating system is managed by AISD Technology Department. A special configuration has been created to ensure that the laptop gets required updates and virus protection. All you need to do is log into the AISD network and these updates will automatically be loaded. Make a point to log on the AISD network daily and run your updates using the Update Shield on your task bar. You will also need to run the Java update & Adobe update when they appear on your Task bar. (See TASK BAR ICONS: http://www.arpisd.org/tech/Quick/task_bar_iconst.htm )
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General Care of Your Laptop

Here are some tips to keep your laptop in good sharp:

· Always transport your laptop in the carrying case

· Don’t place ANY item on top of the laptop, even if it is in the carrying case. Don’t place your power cord in the case where it is on top of the laptop. Place the power cord on the side of the laptop. This will prevent you from breaking the LCD screen.
· Do NOT set your laptop on the floor where someone can step on the LCD screen.

· Keep your laptop away from magnetic fields. (magnets, speakers, phones, radios, other electronic equipment)

· Do not subject your laptop to extremes in temperature

· Do NOT set your laptop on your LAP! This warning from medical research studies is to protect reproductive organs. Set your laptop on a solid surface only.

· Clean the laptop with a soft, lint-free cloth dampened with water. Do not use glass cleaner or commercial cleaners. So NOT use any kind of spray cleaner on the laptop, except compressed air.
· Keep food and liquids away from the laptop at all times. Crumbs from food eaten over a laptop will find their way into the keyboard.  We can tell if you spill drinks or food into your laptop. You will be liable.

· Keep laptop plugged in when possible…so battery will not drain.

· Use a surge protector! Do NOT plug a laptop into an unprotected wall receptacle! Do not plug any other type of appliance into the same surge protector with your computer.
· Do not poke the LCD screen with hands, fingers, or objects. 

· Do not kink or put strain on any of the cords or cables. If plugged an Ethernet Cable into the network be careful of strain on any of the cable connections. 
· Do NOT store your laptop unused for a long period of time in classroom closets or places where air circulation is low. Humidity can corrode the system in a closed environment like a bag or closet.
· If something is broken on your laptop – REPORT IT IMMEDIATELY to the Tech Department! If the maintenance agreement expires before you report it, you may be liable for the repair.
· Do NOT place the laptop back in the protective bag while the laptop is still ON. The heat build up may cause damage to the laptop AND may cause a fire.
· Do NOT use tape, stickers, or markers on the laptop. Do NOT scratch into the surface of any part of your laptop. Do not remove the ID label from the laptop. Your laptop can still be tracked without the label. The label is for your convenience to utilize for a maintenance request.

See Laptop Checkout Policies: http://www.arp.sprnet.org/default/TECHPLAN/laptop_checkout_guidelines.htm 
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General Operation of Your Laptop

Turning the Laptop ON/OFF
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When the Power Button is GREEN, the laptop is on. (It may be hibernating or sleeping…see below)
Special Keys:
The Fn Key [image: image8.jpg]Function Key



 is used in conjunction with the “F 1-12” Keys. When requiring a function, hold down the Fn Key and tap the F 1-12 Key (see Function Keys) you need.
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Functions:

Fn + F1 = volume up
Fn + F2 = volume down

Fn + F3 = microphone mute

Fn + F4 = Enter sleep mode (standby). This saves your battery and your hard drive.

Fn + F5 = Manage wireless connections

Fn + F6 = Change camera & microphone mute settings

Fn + F7 = Change display settings

Fn + F8 = Change input device settings

Fn + F9 = Go to beginning of a Multimedia file

Fn + F10 = Play / Pause Multimedia file (toggle)

Fn + F11 = Fast Forward Multimedia file

Fn + F12 = Enter hibernation

Fn + Delete Key = Change display brightness (down)

Fn + Home Key = Change display brightness (up)

Fn + End Key = Manage battery & power settings

Protect your computer and data when moving it.

Inside your laptop is a hard drive that needs to be protected from bumping, jarring, vibration or any movement. Because the read-write head moves across the disk while data is being written to the hard drive, if you jar the computer the read-write head can bounce on the drive and destroy it and your data. Before moving your computer, do one of 3 things. Each of these three actions parks the read-write head in a safe location so that you do not damage the computer and you do not loose any data.

(1) Turn it off

(2) Press Fn+F4 to put it in sleep (standby) mode. 

(3) Press Fn+F12 to put the laptop into hibernation mode 
What is the difference between sleep (standby) mode and hibernation?
On the Lenovo, Sleep mode is commonly known as Standby in Windows system. In Sleep mode, the power supply to non-essential and non-critical components is withheld, and most system operations are shutdown and stopped. All data in physical memory (RAM module) is still kept in internal memory, and whole system is place in stand-by mode, which can be awakened and used almost immediately by quickly pressing FN+F4 again. In Sleep mode, the power load is reduced considerably, saving a lot of energy. However, the power to the computer (AC Power through the power cable or DC power from the battery) must not be cut off, and must continue to be supplied to the computer. Once out of power, the system will have to start again just like a newly booted computer started from power off state.

Windows 7 has enhanced sleep mode so that on notebook computer, sleeping computer will automatically hibernate when battery power level is low. It also has built-in Hybrid Sleep mode which ensures that the system state is preserved when there is power lost.

Hibernate (Fn+F12), meanwhile will save the data in physical memory to hard disk drive (HDD), and then power off the computer. When user wants to use the computer again, the computer will boot up and load back the state at the last hibernation. The advantage of Hibernation mode is that no power is wasted saving battery life. In Hibernation dormancy, no electricity is consumed by the system. Besides, restore from the Hibernate state is generally faster than a computer reboot, and is totally different from fresh start, as users can return to the exact state of last hibernation with all programs running and documents opened will be intact, instead of an empty desktop. The disadvantage of using Hibernate is that after a period of time, it may result in fragmentation of files. Students will not be able to defrag the hard drive so please use Hibernation only when REALLY necessary (ie the bell rang and you need to save your work). 
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Please be aware of your time in class and give yourself a full minute to save your work and shut down your computer before you place it in the protective bag and move to your next class.
Handle your computer gently. You are accountable for negligent breakage. 
Carry your computer carefully:

· Use a quality carrying case that provides adequate cushioning and protection

· Do not pack your computer in a tightly packed suitcase or bag.

· Do not place other heavy objects (such as books, notebooks, musical instruments) on or near the computer.

· Do not leave your computer on a bed or edge of a table.

· Before putting your computer in a carrying case, make sure that it is off. Do not put a computer in a carrying case while it is turned on – this may cause a fire
Access Help: Access Help is a comprehensive online manual preinstalled on the computer. It provides answers to most of your questions about your computer.  Click START, and click HELP and SUPPORT, Click LENOVO ACCESS HELP.  You may also refer to http://www.lenovo.com/think/support and click Troubleshooting

Battery Life: The Lenovo battery will last for about 5.5 hours with heavy use. This means that you will need to recharge your battery OR access AC power (surge protected) sometime during your school day. Each teacher’s classroom has charging tables and surge protectors for you to charge your laptops. Make sure you make a habit of coming to school with your laptop fully charged and that you plan to charge your laptop sometime during the school day.

Protective Bag[image: image11.jpg]


Each Laptop is accompanied by a cushioned bag for carrying the laptop safely. Each bag has an extra slot where you can store something soft like a small spiral notepad or library book. Do not put something heavy or hard in this slot. [image: image12.jpg]


  
· Do not place your computer bag inside a backpack!
· Place your power cord in your bag and place the laptop ON Top with the battery side down. There is just enough room in the bag to lay the laptop and power cables in the bag. If you place the power adapter on top of your laptop in the protective case, you can easily crack the LCD screen ($100 replacement fee). 

Power Cords: The power adaptor and cables come in two sections. [image: image13.jpg]Power Cable has 2 parts





Part 1 is the AC adaptor. The manufacturer cautions you to protect these cables from being damaged. Do not apply strong force to cables, twist them, kink them, pinch them or allow them to be crushed by laying them on the floor in traffic or where a chair might sit on them. 
Caution: When the AC adapter is connected to an electrical outlet and your computer, it generates heat. Extended contact with your body, even through clothing, may cause a skin burn. Do not place the AC adapter in contact with any part of your body while it is in use. 

Part 2 is the power cord

[image: image14.jpg]Part 2 - Power Cable




 This cord plugs into the AC adapter and then into the surge protector. Do not plug your laptop into a wall socket without a surge protector. Do NOT plug anything else into the surge protector except your computer. Surges created by equipment plugged into the same surge protector are NOT protected. (ie. Computer and pencil sharpener or computer and heater or computer and refrigerator). 
Prevent your computer from getting wet. To avoid spills and the danger of electrical shock, keep liquids away from your computer at all times. Keep liquids on a completely different surface from your computer.
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 Your Power Adapter plugs into your computer in the back next to the battery. 
Ports: Your computer has several ports that you need to identify. The USB port and SD card slots are on the right hand side of your laptop. The USB port is NOT to be used for flash drives, for any reason. 
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 There are two more USB ports on the left side of your laptop. These too, may not be used for flash drives. You may wish to use these ports to add a mouse or printer The third and fourth ports are:  the RJ45 port and the headphone port.  The RJ45 port is NOT a phone line port. Do NOT try to connect a phone line into this port. There is no MODEM.  The RJ45 is for connecting your laptop to a network using a network (Ethernet) cable. Some hotels may require you to use this port for Internet access….otherwise, you probably will not need it. 

All students are to supply their own headphones. Students should NOT share headphones as many communicable diseases may be spread by sharing. Volume on laptops will be monitored by teachers and students will not be allowed to use laptop speakers in the classroom without headphones unless approved by the teacher. 
Display Mode: The only time you will need to change your display mode is when you hook your laptop up to a projector or additional display monitor. In this case, you will want to “clone” or “duplicate” your monitor so that it can be seen on the external monitor. 
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 When you press the Fn Key + the  F7 Key you will have the choice to Duplicate your screen to another monitor (projector), you can also “Extend” your screen which allows you to have two different windows open on two different screens. (ie. Your grade book and a Power Point)
Wireless Access: The school district has set up the laptop so that it will automatically attach to AISD wireless access points (Arp-Private Network) on all the campuses. However, if you need to attach to a wireless access point outside the district (at home, at a coffee shop or hotel, etc) you will need to  Click on the Task Bar Wireless Icon ( white bars) to find the options you will need to connect. This icon
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will allow you to set up for your new location.  (See Proxy Settings Quick Start at: http://www.arpisd.org/tech/Quick/QuickStart_Changing_Proxy.doc  )
WIRELESS SETUP
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Wireless Antennae (top of screen): Make sure you do not set the laptop in an area where the wireless antennae may be blocked from accessing the network.  [image: image21.jpg]MAntennae





Camera: The laptop camera is to be used to video tape educational activities. It is not to be used for unauthorized recordings. Any student who uses the camera for unauthorized activities will forfeit the use of their laptop. It is against the AUP, state and federal laws for you to use the camera to record inappropriate material, activities, or content. You can be charged with a federal crime if you attempt to create inappropriate media.

The laptop is provided with VideoPad, which is much like Movie Maker for editing and creating movies for educational purposes.  
IMPORTANT POLICIES:
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Acceptable Use Policy:

http://www.arp.sprnet.org/admin/regula.html 
Parent/Student Laptop Responsibilities & Policies: http://www.arpisd.org/VISION2020/LAPTOP_CENTRAL.htm 
Maintenance Requests:

http://www.arp.sprnet.org/database/maintenance_form.htm  

Posting Policies: http://www.arp.sprnet.org/admin/Posting_Policies.htm 
Cleaning Procedures:

http://www.arpisd.org/tech/maint/screen1.htm 
Task Bar Icons:

http://www.arpisd.org/tech/Quick/task_bar_iconst.htm  
QuickStarts for Programs:

http://www.arpisd.org/database/Tech_Center.htm 
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Software Loaded on Laptop

· Adobe 9.1 Reader: you will need to keep this software updated when it appears on your Task Bar

· Audacity/Lame: For recording voice/audio files and saving them as .MP3 files for uploading to your Instructional Blog

· Tutorial: http://podcast.arpisd.org/users/joy/weblog/7b675/AUDIO__AUDACITY.html 
· Video: http://podcast.arpisd.org/users/joy/weblog/92364/ONCE_A_WEEK_with_a_GEEK_3.html 

· Vidcap32.exe: For recording audio & video on Document Cameras with out USB cables

· FlashPlayer: for use with interactive software such as Gizmos

· FreeStudio: for converting and capturing media files (i.e. converting .AVI files to .MP4 files to upload to Instructional Blog)

· Tutorial: http://podcast.arpisd.org/users/joy/weblog/c0c3b/FreeStudio_QuickStart.html 

· Tutorial: http://www.arpisd.org/tech/Quick/AVI2MOV.htm 

· GifAnimator: for creating “flip-books” with pictures or drawings for illustrating concepts for Instructional Blog

· Gimp: Photo editor and publisher

· Image Composer: Graphic editor to crop, resize, and add graphics to Instructional Blog

· iSpring: to convert a PowerPoint with narration to a .SWF file for uploading to Blog

· Tutorial: http://www.arpisd.org/asfroot/How_to_ispring.wmv 

· Java: for use with interactive software like Gizmos

· QuickTime: to view MP4 and MOV files from the Instructional Blogs

· Shockwave: to use with interactive software like Gizmos

· VideoPad: Video editing software for refining videos, adding titling, and exporting to Instructional Blogs.

· Malwarebytes: to manage malware on your computer

· Popup_Stopper: to manage popups while surfing the net – this will appear in the Task Bar and is easily turned on and off by double clicking on it. Red X means it is on and Grey X means it is off
· [image: image24.png]



· Spybot: to manage spyware on your computer

· Tutorial: Immunizing

· MicroSoft Office 2007 Suite: Productivity tools

· Tutorials & Quickstarts: You may use Atomic Learning (see below) OR the following:

Microsoft Tutorials
· Free Office 2007 QuicTips 

· 
Office 2007 QuickStarts 

2007 Office
· Free Office QuicTips 

· Office 2007 QuickStarts 

· http://www.officetutorials.com/index.htm 
· http://office.microsoft.com/en-us/training/HA102295801033.aspx 
· http://www.fgcu.edu/support/office2007/Word/index.asp 
· Office 2007 QuickStarts 

· Intro 

· Quick Tips Word 

· Quick Tips PowerPoint 

· PowerPoint 

· Outlook 

· Outlook Calendar 

· Excel 

· Access 

· Publisher 

· Flyer 

· Newsletter 

· FrontPage 
· Winzip8.0: to compress files as needed on your computer

· Symantec Norton: to manage virus protection for your computer

· eBooks: a folder where you will be able to find all textbooks and ebooks loaded on computer, along with Student Handbook, Code of Conduct, Netbook Handbook for Parents/Students, Lenovo Handbook (this document) and other resources your teachers request loaded on your netbook.

Software purchased for the Netbook and loaded on the Netbook:
· TI-SmartView Software to simulate TI-84 calculator

· TI Interactive – For Math and Science classes

· Logger Pro – Science Probe Software

Software & Resources available online:

-- Connections Grant Resource Website: Learn all the skills and discuss all aspects of the 1-to-1 Initiative at:  http://www.arpisd.org/vision2020.htm 
-- Atomic Learning: Learn any software or skill using 1-2 minute videos at: http://www.atomiclearning.com/k12/en/  Username: arp   Password: atomic

View “How to” at: http://www.arpisd.org/tech/Quick/AtomicLearn_QStart.pdf 
Video: http://www.arpisd.org/asfroot/Atomic_Learning.wmv 
-- Britannica Online: http://school.eb.com/failedlogin?target=/browse/teachers?topic=searchboxes_shortcuts 

-- eCalculators: http://www.arpisd.org/eCalc.htm 

-- Email Outside the District: http://www.arpisd.org/exchange/ 

-- Email Inside the District: http://mail/exchange/
-- Gizmos: http://www.gizmos.com Math and Science simulation software
-- iSAFE: lean how to stay safe on the Internet at: http://ilearn.isafe.org/splash.php create your own account for free

-- PiratesPad: tutorial and how to access the site http://podcast.arpisd.org/users/joy/weblog/5067e/FUN_with_PIRATEPAD.html 
-- Podcast/Blog Server: Post assignments, get tutorials and instructions at: http://podcast.arpisd.org/users 
· Tutorials: http://podcast.arpisd.org/users/joy/weblog/9c301/Once_a_Week_With_A_GEEK.html 

-- Research Citation Assistance: http://podcast.arpisd.org/users/joy/weblog/0031b/iCyte__Research__Collaboration.html 
-- Technology QuickStarts: http://www.arpisd.org/database/Tech_Center.htm 

-- K-12 Databases: use for research at: http://web.esc20.net/k12databases/accessk12.html 

-- Wolfram Research: helps you answer any math or science problem http://www.wolfram.com/ 
